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During wartime, (A) 77 
Essentials of, (A) 77 
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Strikes: right of public employees to, (A) 174; (A) 
175; (A) 175 
EMPLOYMENT STABILIZATION 
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(CD) 236 
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Time-saving methods, 205-09 

Unassembled: decline in the use of, 14; weaknesses of, 
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Wartime, 82 ; 
See also Background evaluation; Selection; Tests 
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emergency, 1-6 
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Civil service before and after Hitler, (A) 250 
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Higher civil service, (BR) 243 


H 
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HAWTHORNE, JOSEPH W. 
Progress in methods of personnel selection, 11-19 
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Absenteeism due to illness, (A) 77 
Industrial diseases and accidents, (BR) 246 
Medical care in industry, (A) 174 
See also Safety 
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Request for postponement, (CD) 241 
Resignation as waiver of right to, (CD) 240 
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Guaranteed annual pay and employment stabiliza- 
tion plan, 177-89 


Hoover, BLAINE 
A safety program in the public service pays dividends, 


210-17 
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“Blanketing-in” held constitutional in Louisiana, 
(CD) 146 
Of positions reassigned to competitive class, (CD) 56 
INDUCTION 


Abstract sections, 73, 169, 253, $41 
Orientation programs, 280-87 


INDUSTRIAL HYGIENISTS 
Qualifications of, (A) 75 
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A career in, (BR) 333, 
Functional authority in, (A) 337 
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336 
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Salary surveys, 92 
Trends in, 12 
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Scope of classified service, (CD) 14 
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The management training conference plan, 138-44 
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In-service training program for, (A) 256 
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Constitutionality of state civil service law, (CD) 145 
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MACHINE METHODS 
Developments in, 17 
In civil service testing, (A) 338 
Mathematical operations with punched cards, (A) 337 
Punch cards for written and coded data, (A) 167 


MANAGEMENT, See Industrial management; Public ad- 
ministration 
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Constitutionality of merit system plan, (CD) 232 


MEDICAL TEstTs, see Tests 


MICHIGAN 
Exhibits used by, 120-24 
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Employment stabilization in, 177-89 


MOourRHARDT, FRANCES J., and EvERETT, R. P. 
Time-saving methods in selecting typists and stenog- 
raphers, 205-09 
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323 
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Essay type tests in, 112-19 
Investigation of civil service commission, (CD) 233 
Recruitment in, (A) 73 
Salary increment law of, (CD) 234 
Training employees in, (BR) 246 
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Collective determination, (BR) 65 
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Guaranteed annual income, 177-89 
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Pay—continued 
Method of payment: authority to change, (CD) 149 
New York City salary increment law, (CD) 234 
On reinstatement, (CD) 235 
Plan: outline of, 86 
Police departments, (A) 72 
Policies: determination of, 20-24; relation to price 

trends, (A) 168 

Presenting plans to legislatures, 272-79 
Reduction: right to appeal, (CD) 60 
Surveying prevailing rates, 86-99 


PENNEBAKER, KENNETH C. 
Eliminating minimum qualifications from class speci- 
fications, 25-28 


PENNEBAKER, KENNETH C., and Hart, RoperT M. 
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tion plan for state highway employees, 177-89 
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PERSONNEL ADMINISTRATION 

Abstract sections, 68, 165, 248, 336 

Basic functions of, 100 

Human element in, 104 

Industrial: (BR) 66; in the Northwest, (BR) 247; 
psychology of, (BR) 332; role of the psychologist in, 

A) 70 

Pt A for, 100-06 

Profession of: duties of federal training officers, (A) 
256; need for progressive thinking, (A) 251 

Research in, 102 

Routine operations in, 102 


PERSONNEL ADMINISTRATION IN WARTIME 
Adjustments needed in, 104 
Army classification program, (A) 340 
Canadian experience, 81-85 
Committee on Wartime Requirements for Specialized 
Personnel, 107-11 
Deferment from selective service, 2 
Federal personnel in defense activities, (A) 165 
Labor policy in, (A) 77 
+ Labor supply, (BR) 63 
Manpower problems, 262 
Mobilization in England, (BR) 157 
National Civil Service Reform League program, 
288-92 
Normalcy impedes, (A) 68 
Open eligible registers as an aid in recruitment, 125-32 
Panel discussion on, 1-6 
Post-war problems, 263 
Social security merit systems, (A) 249 


PERSONNEL AGENCY MANAGEMENT 
Abstract sections, 70, 167, 251, 337 
Decentralization in Canada, 84 
Internal organization and policy, 7-10 
Organization of, 100-06 
Overhead organization of, (A) 251 
Staff replacements in TVA, 265-71 


PHYSICAL TESTS, see Tests 


PiEz, Dorotny E., and WILLEMIN, Louis P., JR. 
The use of marginally punched cards in the examin- 


ing process, 293-98 


PLACEMENT 
Abstract sections, 75, 172, 255 
As training in TVA, 270 


POLICE 
Discretion in determining qualifications, (CD) 234 
Salaries and working conditions, (A) 72 
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POLITICAL ACTIVITY 
Hatch Act, (A) 69 
Political solicitations grounds for removal, (CD) 59 
Protection from does not invalidate discharge for 
communist affiliation, (CD) 59 


PosITION-CLASSIFICATION, see Classification 


PowELL, NORMAN J. 
Improving the civil service essay test, 112-19 


PROBATIONARY PERIOD 
Authority of board to establish upheld, (CD) 55 
Duration of, (CD) 238 
May not be required, (CD) 152 
Need for use of, 16 


PROFESSIONAL ORGANIZATIONS 
Effect of, on minimum qualifications, 12 


PROMOTION 
After open examination has been held, (CD) 238 
Competition may not be evaded by use of preferred 
list, (CD) 325 
Examinations: eligibility for, (CD) 326 
Program of National Youth Administration, (A) 255 


PuBLIC ADMINISTRATION 

Administrative codes, (A) 166 

Centralization in, (BR) 156 

Conference on government management, (BR) 66 

Direction and control of city manager activities, (A) 
16 

a of management, 9 

England in wartime, (BR) 157 

Functional authority, (A) 337 

General text on, (BR) 334 

Influence of civil service on, 101 

Methods of, 8 

Municipalities, (BR) 159 

Need for, study of aims, (A) 248 

Normalcy impedes in wartime, (A) 68 

Organization of, 260 

Philosophy of, 259-64 

Procedure in, (BR) 160 

Research and planning in, (A) 338 

Training a function of, (A) 342 

Wartime manpower in England, (A) 339 
See also Industrial management 


PusBLic RELATIONS 
City manager’s role in, (A) 248 
Effect of eliminating minimum qualifications, 26-27 
Exhibits as a medium for reporting, 120-24 
Information men in the federal service, (A) 170 
Of personnel agencies, (A) 70 
Publicity in open eligible registers, 126 
Reporting public affairs, (A) 168 


PuBLic WELFARE 
Departmental personnel officers in, (A) 68 
Merit systems: constitutionality of, (CD) 232; during 
war, (A) 249 
Personnel functions in, (A) 69 


QUALIFICATIONS 
Age limits: relation to success in examinations, (A) 


Pn: effect of pardon on employment of con- 
victed felons, (CD) 54 
Discretion in determining, (CD) 234 
Medical: employment of physically handicapped, (A) 
170; discretion in determining, (CD) 234 
Promotional: discretion in determining, (CD) 326 
Relaxation in wartime, 128 
See also Background evaluation 
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Abstract sections, 73, 169, 253, 341 

Committee on Wartime Requirements for Specialized 
Personnel, 107-11 

Exhibits as a medium for, 120-24 

In New York City, (A) 73 

Of: Executives, (A) 343; personnel in rural social 
studies, (BR) 164; personnel staff of TVA, 265-71; 
physically handicapped employees, (A) 170 

Open eligible registers as an aid in, 125 

Quality of civil service applicants, (A) 253 

Wartime: labor supply, (BR) 63; methods, 3; re- 
vamping procedure, 82 


REINING, HENRY, JR., and STROMSEM, KARL E. 
An approach to public service training: government 
internships, 190-99 


REINSTATEMENT 
After abolition of position, (CD) 152 
After discharge, right of former administrative officer 
to appeal denied, (CD) 59 
After resignation, seniority does not apply, (CD) 58 
Deductions from back pay, (CD) 327 
Salary at time of, (CD) 235 


RESEARCH 
Basic function of personnel administration, 102 
Behavior of college students, (BR) 67 
In the selection of administrators, (A) 74 
Mathematical operations with punched cards, (A) 


337 

Place of, in city management, (A) 338 

Relation of age and success in examinations, (A) 73 
See also Statistics; Tests 


RHODE ISLAND 
Marginally punched cards in examining, 293-98 


RICHEY, Cart L. 
Determining pay policy, 20-24 


RuRAL SOCIAL STUDIES 
Training and recruiting personnel in, (BR) 164 
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SACRAMENTO 
Selection of typists and stenographers, 205-09 
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High speed production, (A) 76 
Industrial accidents and diseases, (BR) 246 
Program in Chicago Park District, 210-17 
Supervision, (BR) 331 
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Abstract sections, 73, 169, 253, 341 

Evaluating testing programs, (A) 171 

Methods: of speeding, 5; progress in, 11-19 

Of: administrative personnel, (A) 74; (A) 172; execu- 
tives, (A) 343; federal administrators, (A) 344; 
interns for the public service, 190-99; supervisors 
in industry, (A) 336; TVA personnel staff, 265-71 
See also, Background evaluation; Examinations; 

Recruitment; Tests 
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Determination of, (CD) 238 
Does not apply to reinstatement after resignation, 
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SENIORITY—continued 
Inclusion in promotional examination, (CD) 56 
Provisions for in union agreements, (A) 77 


SEPARATIONS 

Discharge: civil service commissioners, (CD) 239; 
civil service commissioners, (CD) 328; communist 
affiliations grounds for, (CD) 59; damages after, 
(CD) 242; during probationary period, (CD) 238; 
employees in exempt class, (CD) 154; exempted 
cashiers, (CD) 57; following fraudulent certifica- 
tion and appointment, (CD) 237; following illegal 
certification, (CD) 239; following invalid appoint- 
ment, (CD) 153; judicial review of, (CD) 153; 
political solicitations grounds for, (CD) 59; powers 
of civil service board in, (CD) 328; sufficiency of 
detail in reasons, (CD) 240; sufficiency of evidence, 
(CD) cn under the Hatch Act, (A) 69; veterans 
(CD) 23 

Layoffs: eter procedure must be followed, (CD) 
58; determination of seniority in, (CD) 238; for 
economy, (CD) 327; of exempted employees, (CD) 
233 

Resignation: a waiver of rights to hearing, (CD) 240; 
fraud in inducing, (CD) 155; seniority does not 
apply in reinstatement after, (CD) 58 
See also Reinstatement 


SERVICE REPORTS 
Abstract sections, 75, 172, 255 
Factor analysis of, (A) 172 
Plan originated by supervisors, (A) 75 
Progress in the development of, 17 
Selling to operating department, (A) 75 


SHORT, OLIVER C. 
Internal management of a central personnel agency, 
4-10 
SMELTzER, C. H., see Adams, C. R. 
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259-64 
STATISTICS 
Equating scores on alternate test forms, 134 
Factor analysis of service ratings, (A) 172 
Operations with punched cards, (A) 337 
Problems of statistical inference, (A) 342 
Punch cards for written and coded data, (A) 167 
Tabulation and interpretation of salary survey data, 


=99 
See also Research; Tests 
StromsEM, Kart E., see Reining, Henry, Jr. 
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Conference method of, 9 
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TENNESSEE VALLEY AUTHORITY 
Personnel staff replacements, 265-71 


TEstTs 

Aptitude: two-hand coordination, (A) 25, 

Intelligence: time limits on the Otis S- “4 (A) 341; 
verbal intelligence, (A) 341 

Medical: increased use of, 16 

Oral: combining with performance tests, (A) 171; 
psychology of, (BR) 245; techniques of interview- 
ing, (BR) 66; trends in, 15 

Performance: combining with interview, (A) 171; 
place in the selection process, (A) 169; progress in, 
15; time-saving methods, 205-09 

Physical: increased use of, 16 

Psychological: measurement of behavior, (BR) 62 


TEsts—continued 

Research: development and equating of alternate 
tests, 134; factor analysis, 18; factorial interpreta- 
tion of difficulty, (A) 169; machines in item analysis, 
17; on national clerical ability tests, (A) 253; 
progress in item analysis and validation, 17; studies 
of personality, 18; validity of minimum qualifica- 
tions, 26 

Scoring: punch card method for presenting profiles, 
(A) 254-55; weighted vs. unweighted, (A) 254 

Written: alternate forms with open eligible registers, 
130; analysis of Junior Professional Assistant test, 
(A) 253; improving the essay form, 112-19; for 
clerical ability, (A) 253; form of, 14 
See also, Examinations; Selection; Statistics 
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Abstract sections, 76, 173, 256, 342 

Apprentice: in the Panama Canal and Railroad Com- 
pany, (A) 342 

Conference plan, in maaan training, 138-44 

Defense workers, (A) 1 

Duties of federal Rose Me officer, (A) 256 

Executives, (A) 343 

Federal administrators, (A) 344 

Function of management, (A) 342 

Internship: for personnel positions in TVA, 265-71; 
for public service, 190-99 

In-service: civilian personnel division, United States 
War Department, (A) 256; in public and private 
service, (BR) 245; libraries, (A) 256 

Local public servants, (A) 250 

New York City program, (BR) 246 

Orientation: programs for new employees, 280-87 

Personnel in rural social studies, (BR) 164 

Prison officers in New Jersey, (A) 76 

Supervisors in industry, (A) 336 
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Interdepartmental placement service in the federal 
government, (A) 173 
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Unions, see Employee relations 


UNITED STATES GOVERNMENT 
Centralization in, (BR) 156 
Civil Service Commission: history, (BR) 161; history 
—1871-1875, 29-39, 218-31, 299-323; interdepart- 


mental placement service, (A) 173; management — 


training conference plan, 138-44 

Civilian employees: by type of work, (A) 165; geo- 
graphic distribution of, (A) 337 

Committee on Wartime Requirements for Specialized 
Personnel, 107-11 

Defense worker training program, (A) 173 

Future of, (BR) 330 

Hatch Act, (A) 69 

Information men in, (A) 170 
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